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Time Management 

Employee Timesheet Management 
 

Time Management allows you to review employees' timesheets and related history based on 
specific pay periods. This information helps ensure that timesheet punches are 

 accurate and up-to-date. 
 

To access your employees' timesheets, go to My Team and select Time Management.  

 
 
Then, select the Attendance category and the Timesheets tab. 
The Summary section appears first by default. If the Access tab appears in the navigation menu, 
you can move the Summary section below the Detail section for desired access groups (Access > 
Advanced > Timesheet > Timesheet Preferences section). Also, when you expand or collapse a 
section, that section remains expanded or collapsed each time you access the window until you 
change the setting. 
 



 
 

The Summary section shows up to five tables. To identify which summaries appear for an 
employee, make your selections in the Timesheet Preference section of the Advanced tab 
(Access > Advanced > Timesheet > Timesheet Preference). In the Timesheet Detail section, the 
Action Bar includes Save, Add, Delete, Cancel, Columns, Multi Add, Insert/Repost, Approve, 
and Print. You can review regular, overtime, and total hours, earnings and deductions, regular 
and overtime pay by pay code. 
 
Search for an Employee in Time Management 
You can quickly view employee timesheets in succession and search for an employee. Use the 
arrow (>or <) to display or hide the employee list. 
1. In the employee list, select Previous Employee or Next Employee to find the employee name 
in the list. The selected employee's timesheet appears. 
2. Save any changes before returning to the current timesheet. 
3. To search for an employee, enter the employee's name or ID (depending on the search criteria) 
and then select Search. The employee's timesheet displays and the employee's name is 
highlighted in the list. 
You can also filter the list by supervisor using the Supervisor field. 
 



 
 
 
Time-off Alert Link 
In the Timesheet Detail section, supervisors can select the time-off alert link to manage an 
employee's time-off requests quickly. 
The time-off alert link only appears when there are pending time-off requests during the pay 
period being viewed. The pending time-off requests can be approved without approving the 
timesheet. 
The link takes Time Approvers (managers or supervisors typically) to the Manage Time-Off 
Requests page where they can act upon the filtered pending request. 
 
 
Add Secondary Jobs 
If one of your employee’s has worked in a different department or position for a given pay 
period, you can code the hours to the appropriate department in the employee’s timesheet. 
Note: Let HR know if you are adding a new job code for your employee. If your employee has 
worked in the position previously, there is no need to inform HR. If your employee is regularly 
in another department/ position, have the employee see HR to get the Job Time Clock Code and 
instructions so there is less need for manual adjustments.  
  
 



 
 
1. From the employee’s timesheet, click on the date the job needs to be changed or add from the 
drop down (if there are no punches for that specific day).  
2. Use the horizontal scroll to get to the Job field.  
3. Click on Job for the specific day. Scroll through the jobs until you find the correct one; the 
department will auto-populate once the job is saved so there is no need to add anything to that 
field. If you are not sure what job you should be using, please see HR.  
4. Select Save. 
 
Add Non-Worked Time to an Employee Timesheet 
Supervisors can enter time directly to employee timesheets and add non-worked hours, such as 
Vacation, sick time or show up pay. 
NAVIGATION: My Team > Time Management or Administration > Payroll Processing > 
Time Management 
1. Select the Attendance category. The Timesheet page appears. 
2. Select the employee name from the list. 
3. Select the Pay Cycle from the drop-down list. Pay cycles run Friday to Thursday and are paid 
out every other week.  
4. Select the Date Selection from the drop-down list. Options include Current Pay Period, Last 
Pay Period, Next Pay Period, This Week (view only), Last Week (view only), User Defined Date 
Range, and User Defined Pay Period. If User Defined Pay Period is selected, select the Calendar 
icon and select a date. Select the Refresh icon. The pay period that includes the selected date 
appears in the From and To date fields. 



5. Select the next available empty Date field and then select the date from the drop-down list. 
Select Add to add an empty row if all rows are filled. 

 
6. Select the pay code from the drop-down list. 
7. At the Reg field, enter the number of hours. 
8. Select Save. The non-worked time information is saved. 
 
Add or Correct an Employee Timesheet Punch 
Supervisors can enter time directly to an employee's timesheet to add or correct a punch. 
 
Note: When an employee has forgotten to punch out, you can add the missing punch by entering 
it in the OUT column of the timesheet. However, when a missed punch is the IN punch or a meal 
punch, and the following punches are misaligned, you must use the Insert/Repost feature to enter 
the missed punch and realign the punches for the day. 
NAVIGATION: My Team > Time Management or Administration > Payroll Processing > 
Time Management 
1. Select the Attendance category. The Timesheet page appears. 
2. Select the employee name from the list. 
3. Select the Pay Cycle from the drop-down list.  
4. Select the Date Selection from the drop-down list. Options include Current Pay Period, Last 
Pay Period, Next Pay Period, This Week (view only), Last Week (view only), User Defined Date 
Range (view only), and User Defined Pay Period. If User Defined Pay Period is selected, select 
the Calendar icon and select a date. Select the Refresh icon. The pay period that includes the 
selected date appears in the From and To date fields. 



 
5. At the applicable In or Out field, enter the time to add a new punch or correct an inaccurate 
punch. 
6. Select Save. The new/updated punch time information is saved and you receive a confirmation 
message. 
 
Add Multiple Timesheet Punches 
As a supervisor, you may need to add the same punches for several employees or add the same 
hours for several days for one employee. The Multi Add feature is used to add a group of entries 
at one time. 
NAVIGATION: My Team > Time Management or Administration > Payroll Processing > 
Time Management 
1. Select the Attendance category, and then select the Timesheets tab. The Timesheet page 
appears. 
2. Select the Multi Add button. The Multi-Add Generator window appears. 

 



3. From the Select Employees section, Available Items list, select one or more employees to 
receive this edit. To select more than one name, hold down the CTRL key while selecting the 
names. 
4. Select the right facing single arrow to move the selected names to the Selected Items list. 
Double click a single name to move it. Select the right facing double arrow to move all names. 
5. From the Input Timesheet Information section, select From and To dates using the Calendar 
icons. 
6. From the Pay Code drop-down list, select a pay code. 
7. For calculated pay codes, with Fixed selected, enter IN and OUT times. For non-calculated 
pay codes, enter the appropriate number of hours in the Regular Hrs and OT fields. 
8. Optional: Select a reason code from the list. 
9. Select the Process button. A pop-up window appears for you to confirm the changes. 
10. Select OK to confirm the changes. Another pop-up window notifies you that the punches 
have been posted. 
11. Select OK to return to the Timesheet page. 
 
Copy an Hourly Timesheet 
Pay codes and pay groups can be copied from a previous pay period on an hourly timesheet. 
1. On the timesheet, select the pay period in the Date Selection field. 
2. In the Timesheet Detail section, select Copy to copy the previous pay period to the displayed 
pay period. A message appears stating that all existing data for the displayed pay period will be 
permanently removed. 
3. Select OK. 
 
Timesheet Status 
You can change the status of a timesheet to any level within your maximum approval level. The 
displayed statuses that you can select from are based on your role type. 
 
Approve an Employee Timesheet 
Supervisors can approve timesheets from either the employee's timesheet or the Attendance 
Summary page. Timesheet edits and Approvals are due every other Friday at noon.  
On the employee timesheet, select APPROVED at the Status field or select the Approve button 
from the Timesheet Detail section. If there are unsaved changes, the Approve button remains 
disabled until the Save button is selected. 



 
 
On the Attendance Summary page, approve an employee's timesheet or all timesheets for 
employees listed on the page. The Attendance Summary page enables you to review regular 
hours and overtime hours for the employees listed. You can also drill down on an employee's 
name to view the timesheet details. 
NAVIGATION: My Team > Time Management or Administration > Payroll Processing > 
Time Management 
1. Select the Attendance category, and then select the Summary tab. 
2. If you have indirect reports and you want to filter on only your direct reports, enter your last 
name or the first few letters and then select Go. This supervisor filter can be used with the 
employee filter; select Go after both fields are populated. 
3. From the Summary page, verify the regular (Reg. Hr) and overtime (OT) hours for the pay 
period. 
You have two options to approve timesheets directly from the Attendance Summary page: 
• Change the Timesheet Status for each employee. 
• Select Approve This Page. The Timesheet Status field changes to APPROVED for all 
timesheets on the page. 

 
Approval is only granted to timesheets displayed on the current page when using the Approve 
This Page feature.  



4. In the Name column, select an employee's name. The detailed view of the employee's 
timesheet appears. You can review the timesheet details, make corrections, and approve the 
timesheet from the detailed view of the timesheet. 
5. Select Approve. The Timesheet Status changes from SUBMIT to APPROVED. 
 

Attestation Statement 
When Print is selected from a timesheet, the same attestation language that appears on the 
electronic version appears on the printed version too. 
The employee signature line appears below the attestation statement.  
NAVIGATION: Access > Advanced > Timesheet > Timesheet Submission > Attested 
Timesheet Submission Section 
 


